Check Request Fill Out

This tutorial will show you how to fill out a check request in Adobe Acrobat Reader DC.

Contents
Open the PDF file in Adobe Acrobat Reader DC if you already have it saved on your computer.............ccccccoevivvcveeennen.
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The signature box will appear and then you are able to type your signature. After typing, click “Apply” ...........cccc......

After clicking “Apply” your cursor will become your signature to paste on the document. After placing the signature,
it can be freely moved to an open area in the document for the best visibility and the font size can be changed ..........

Click the button on top to add text. This button is only visible while in “Fill & Sign” .............cccoccoiiiiiiiiie e,

For the “Mail Check” and “Return Check To” options there is a check mark button that you can use to put in that
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Once your Check Request is complete, Save the file ..o e e

If you need any assistance please contact the IT Helpdesk in one of the following ways.
Browse to www.helpdesk.thomasmore.edu, call 859-344-3646, email helpdeskticket@thomasmore.edu, or stop by the
Computer Center on the lower level of the administration building.

Pagel of 9


http://www.helpdesk.thomasmore.edu/
mailto:helpdeskticket@thomasmore.edu

Open the PDF file in Adobe Acrobat Reader DC if you already have
it saved on your computer

Otherwise you can find the Check Request Form in MyTMU > Resources > Business Office > (forms). Download and save
the .pdf form to your computer.
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File Edit View Sign Window Help

@ A signin

Home  Tools Check Request Lor... CheckRequestpdf X
w P8 4 B %

Search ‘Spiit

A

CHECK REQUEST [ exportPDF A

DATE:
Adobe Export PDF @

Convert PDF Files to Word

PLEASE ALLOW FIVE BUSINESS DAYS TO COMPLETE THE REQUESTS
FROM THE
or Excel Online

PAY TO: m# 8% - - ) Select PDF File
CheckRequest.pdf

COMPLETE ADDRESS:

Convert to

Microsoft Word (*.docx) v

Document Language:

PURPOSE: english (US) Change

AMOUNT: §
»

10 DIGIT ACCOUNT NUMBER(S) TO CHARGE:

E2 editpor

[ createPDF v

‘« ’u lu ‘u ’w r |u ’u

REQUESTED BY: B comment

APPROVED BY: B8 combine Files

I‘|:| Organize Pages

4 Redact

MAIL CHECK.

RETURN CHECK TO:

Convert and edit PDFs
with Acrobat Pro DC

Start Free Trial

If you need any assistance please contact the IT Helpdesk in one of the following ways.
Browse to www.helpdesk.thomasmore.edu, call 859-344-3646, email helpdeskticket@thomasmore.edu, or stop by the
Computer Center on the lower level of the administration building.
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Select the sign button

If a warning from Acrobat Reader shows on your screen just click “Do not show
this message again” and then click “OK”
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If you need any assistance please contact the IT Helpdesk in one of the following ways.
Browse to www.helpdesk.thomasmore.edu, call 859-344-3646, email helpdeskticket@thomasmore.edu, or stop by the
Computer Center on the lower level of the administration building.
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Click “Add Signature”
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If you need any assistance please contact the IT Helpdesk in one of the following ways.
Browse to www.helpdesk.thomasmore.edu, call 859-344-3646, email helpdeskticket@thomasmore.edu, or stop by the
Computer Center on the lower level of the administration building.
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The signature box will appear and then you are able to type your
signature. After typing, click “Apply”
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Change style =
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If you need any assistance please contact the IT Helpdesk in one of the following ways.
Browse to www.helpdesk.thomasmore.edu, call 859-344-3646, email helpdeskticket@thomasmore.edu, or stop by the
Computer Center on the lower level of the administration building.
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After clicking “Apply” your cursor will become your signature to
paste on the document. After placing the signature, it can be
freely moved to an open area in the document for the best
visibility and the font size can be changed
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When wou sawve a form with a signature ar
initials you will no longer be ahle to edit the |
existing form fields. |
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that paperless billing is now avallable! I you would ke to start recaiving your invoicas as an
CDW at paperlessbilling@edw.com, Please include your Customer numbser of an Involce

number in your email for faster processing.

If you need any assistance please contact the IT Helpdesk in one of the following ways.
Browse to www.helpdesk.thomasmore.edu, call 859-344-3646, email helpdeskticket@thomasmore.edu, or stop by the
Computer Center on the lower level of the administration building.
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Click the button on top to add text. This button is only visible
while in “Fill & Sign”
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Your cursor will become the icon for you to click on the screen. After clicking on the screen, you can type your text in
the text box. You can click enter to go to the next line. Once you are done just click outside of the box to finish the text
box. Repeat this for each line that needs to be completed on the form.
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If you need any assistance please contact the IT Helpdesk in one of the following ways.
Browse to www.helpdesk.thomasmore.edu, call 859-344-3646, email helpdeskticket@thomasmore.edu, or stop by the
Computer Center on the lower level of the administration building.
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For the “Mail Check” and “Return Check To” options there is a
check mark button that you can use to put in that specific field

This will work like the text box where your cursor will convert into a check mark and you will be able to place it in the

correct field.
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If you need any assistance please contact the IT Helpdesk in one of the following ways.
Browse to www.helpdesk.thomasmore.edu, call 859-344-3646, email helpdeskticket@thomasmore.edu, or stop by the
Computer Center on the lower level of the administration building.
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Once your Check Request is complete, save the file
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It can be attached to an email for further signatures and payment processing.

If you need any assistance please contact the IT Helpdesk in one of the following ways.
Browse to www.helpdesk.thomasmore.edu, call 859-344-3646, email helpdeskticket@thomasmore.edu, or stop by the
Computer Center on the lower level of the administration building.
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